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B ThelhdianalGommissionion
S Public Records was created by
Public Law and our mission
statement is to assist State
and Local Governments in the
efficient management of
public records.
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jon Storage &Voting Machines

©On Site' Consultation and Advice

= Assistance with appraisal of emergency.
destruction requests

— Expertise
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hat Are Public Records?

AU PEPENEporEAStIE S mepphotograph
salEptape recording, or other material that is created,
[ECcEIVed) retained, maintained, used or filed by a
plicagency andiwhich is generated on paper, paper:
Ibstitltes, photographic media, chemically based

media, electronically stored data, or any other
~ material, regardless of form or characteristics.

IC 5-14-3-2 (9)
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BRI Create the Records (Birth)
Eile the Records (Life)

- Destroy the Records (End) or Keep
them Permanently.
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EECTIVE RECORDS MANAGEMENT

) N of Public
REC
Xplanation of Retention Schedules

se of New CLGRS (County and Local
Government Retention Schedule)

® Proper Use of Current Forms




II0Iperform its legal mandates and responsibilities.  State,
lloealiand Federal laws, judicial system, and taxpayers all rely.
0N Us to manage public records properly.

Jioistore records in the most efficient and cost-effective
manner: possible. If you are storing boxes in your office that
you do not need there, your office is losing money and
workspace.

To assure public access to the documentary history of
Government. Proper archiving of public records provides
long-term accountability for offices, documentary history. of
county/local government, and valuable research information
for the public.

e most important tool you will need in
records management is your Retention
Schedule — it is the foundation of a
successful records management program.

cond" created by a government unit.
isplays the retention or length of time a

3. Lists the disposition instructions or how to
dispose of or maintain each record series.




Government Retention

iral Retention Financial (COGRFIN) - DELETED
tysAuditors' Retention Schedule (COARS) - REVISED

$= County Coroner: General Retention Schedule (CCGRS)
® County Recorders (CORESCH) - REVISED
s County Treasurers (COTRS) - REVISED

o

Collrjt /_Lc;ca‘l General Retention SEheduless

ention'Scheduletis dividediinto five'(5) categories:
diministrative
ceounting and Finance
ersonnel
Publications and Reports
Audio, Video and General Media

Retention periods for some records are increased in
length of time to be retained because current Indiana
Code statute of limitations have been applied to all
records on this schedule.
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Local:Schedulesy

Lies And Towns Above 5,000 Population General Retention
(CIGRS)
ENOWRSBEIow' 5,000 Population General Retention (TGRS)
=SSpecial Districts General Retention Schedule (SDGRS)
Hiownship Tirustee General Retention Schedule (TTGRS)

ther;Local Retention Schedules
= Public Libraries: General Retention Financial (LIGRFIN)
= Care Of Indiana Public School Records: A Record Creator's Guide

* Additional Retention Information
— Year to Year Destruction Schedule
— Judicial Records Retention Schedule




7 dds Election Records

anronly destroy or transfer these records if
ICROFILM the original records.
oUrdigitize Permanent records, or they are
mittedelectronically, they MUST also be
prverted to microfilm.

s-Digital records are NOT recognized as
Permanent format to preserve information.

licofficial may not mutilate, destroy, sell,
©an; or otherwise dispose of any government
record, except under a retention schedule or with
the written consent of the commission (on public
records). IC 5-15-5.1-1-14




IGtifiCationtoldestroylallFEcordsithatiarerontan approved
ORISchedule) have beenfkept for the length of 'time reguired
EHTSASEHEdUIE, andlare not a Permanent record.

GUESH fior Permission to Destroy or Transfer Certain

RabliciRecords (PR=1), State Form 30505

ntilfarRetention Schedule has been approved for use by your office

ndiadopted by your County Commission of Public Records, or if any.
recordis not listed on an approved Retention Schedule, this record
canonly:be destroyed by completing a Request for Permission to
Destroy or Transfer Certain Public Records (PR-1), State Form
30505, and then obtaining approval of the County Commission of:
Public Records at their meeting.

1. Request to destroy previously microfilmed originals;
2. Request to microfilm and destroy; 3. Request to transfer to.

amplelof:County: E-Maill Retention Policy (Bartholomew Co.
{iidelte Preservation and Destruction of Local Public Record
s (for county/local records)
Gounty and Local Government Links

eneral' Records Management
— What is a Retention Schedule?
Publications
Llaws
Links
Records Disaster: Prevention

Thanks!}
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